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Getting Started

If your agency had an account on Volunteer Solutions you likely already have an account in
Hands On Tech. If your agency recently created an account on Volunteer Solutions you may

need to be added to Hands On Tech.

PwonNPE

Click on Agencies in the left-hand menu bar.
Click on Go under the Browse Agencies heading.
Click on the letter your agency name starts with. If you can’t find it — is there another

To find out if your organization is already registered go to www.handsoncentraltexas.org.

name or word that your agency name might be registered under?

About Us
Volunteering Days
Ongoing Projects
Upcoming Events
Corporate Events
Member Center
Workshop Series
In-Kind Donations
Agencies

Our Supporters
Contact

Registration

1. Click on Agencies in the left-hand menu bar.

Be the change. Volunteer.

Browse aur list of Agencies below ta find ane with avolunteering apponunity
faryau,

Filter by:

Al

v

Show All Agencies

2006 Capital Area Mursing Home Games

2-1-1 Texasi211 Texas (forrmetly First Call for

Helph

Adoption Coalition of Texas

Adoption kKnowledoe Afiliates (Al

Advocacy Qutreach
ADS Services of Austin (ASA)

AISD After School Programs (21 st CELE

A-bled Community Hospice

American Botanical Council

American Sancer Society, Austin Metro WMarket

Other = Special Events
Support

Qtfiet

Health & Welingss = Farmily
Senvices

Heaith & Weilness = Farmliy
Services

Othar

Health & Wellness = 4105
Support Senices

Chifdran & Youlh

Hospital ahe Hospice
Support

Hogith & Wailness

Health & Welihess =
Cahcer Support Senices

2. Click Go under Becoming a Partner or Referral Agency




About Us
Volunteering Days
Ongoing Projects
Upcoming Events
Corporate Events
Member Center
Workshop Series
In-Kind Donations
Agencies *

Our Supporters
Contact

Be the change. Volunteer.

Becoming a Partner or Referral Agency

Would you like to he affiliated with Hands On Central
Texas? Click Go to get started.

Gopr |

Browse Agencies:

Wiew our list of agencies that are partnered with Hands On Central Texas and check out all
the projects they have to offer.

Gop |

3. Fillin your agency’s information




Be the change. Volunteer.

Would you like to become one of our pariners? Complete the information below and send itto
s We'll get in touch with you.

Step 1 of 4

Agency Name *

(mmwo

About Us Description *

Volunteering Days
Ongoing Projects
Upcoming Events
Corporate Events Web Site |hﬁp: o
Member Center
Workshop Series Agency Representative
In-Kind Donations
Agencies

Our Supporters Last Name * |
Contact

First Name * |

Title * | |

Phone Number * |

Extension

Email Address * |

Next b

4. You will receive an email confirming your registration has been received.



Now that you're registered...
All other activity will be done through the admin site at admin.handsoncentraltexas.org.

Logging in

Go to admin.handsoncentraltexas.org

Your username is your email address

To retrieve your password go to www.handsoncentraltexas.org and click on Member Center.
Enter your email address in the text box below the "Forget Your Password?" heading and click on
"Email my Password Now".

Projects

Add a New Ongoing Project

1. Click on My Projects on the left-hand navigation menu.

2. Click on Browse or Search to check the list of projects for this agency. If your project
already exists, click on that project and refer to the Add an Occurrence section to
continue.

Note: Projects that have been submitted will not appear in your list of projects until they have
been approved by a Hands On Central Texas staff member.

Welcome to the Hands On Central Texas Site, Hands On Test (log off)

Haﬂds @n MY PROJECTS Browse My Projects
CENTRAL TEXAS

& preject of taited Way Vatanceer Center

browse
\_ J

T ( )
View All

Show Projects with Mames beginning with:
[AIBICIDIEIFIGIHITTIKILIMIN QIR [QIR|STTIU VW]

» My Projecis
» Browse
Search
Manage
Recent [tems
Test One-time Ful...

1-30f3 1-3 TestTest »

A Test One-time Email Sign-Ups Status: Active Next Occurrence:
Test One-time email description July 21, 2006 (Fri)
. nore

Agency: Test

L ERE (] Impact Area: Other

?e”t'a! Hands Program Area: Cngoing Referrals
erdazizan N ETWORK
affiliate of A Test One-time Full Sign-Ups Status: Active Next Occurrence:

Test One-time full sign-ups July 20, 2006 {Thu
description

. Inore

Agency: Test

Impact Area: Other

Program Area: Cngoing Referrals

M Test Ongoing Project Status: Active {Ongoing Referral)
Test ongoing description

. nore

Agency: Test

Impact Area: Other

Program Area: Cngoing Referrals

1.30f3 |1-3 TestTest

lcon Key
A = Referral Project




3. If this is a new ongoing project, click on Manage on the left-hand navigation menu. Select
Create a new project from the drop-down menu and click Select.

Welcome to the Hands On Central Texas Site, Hands On Test {log off)

Haﬂds @n MY PROJECTS Manage Projects

CENTRAL TEXA

A prefect o] Saited Wy Valanieer Cenies

Manage Projects
\ J

~
A

Agency *

« My Projecis Test +
Browse

Search Project *
» Manage

Hands On

Centtsl  [Hands

Texazizan N ETWORK \ )

affiliate of

4. Enter project information using the following guidelines and restrictions.

Project Name — Enter project name

Special Event Association — Does not apply

Project Type — Select Email Sign-Ups (Ongoing)

Project Description — Enter a summary of the project

Impact Area — This is a required field. Select the impact area that best matches the

project.

e Age Restrictions — The system default is 18. Change according to agency or project
requirements.

e Email Only Referral Contacts — Check the box if the contact is the default agency email-
only contact. If another staff member is the contact for this project leave the check box
blank and enter their contact information in the provided fields.

e Start Date of Ongoing Project — Enter date you will begin accepting volunteers

End Date of Ongoing Project — Enter last date you will be accepting volunteers OR one

year from start date.

Location — Select project location from drop-down box or Add New Address

Project Attributes — Check all volunteer groups that may participate in this project

Project Skills — Check all skills that are needed for this project

Project Interests — Check all interests that apply to this project

Click Submit.



Hands®N

Welcome to the Hands On Central Texas Site, Hands On Test (log off)

MY PROJECTS SR
CENTRAL TEXAS
A praject of dalted Way Valatear Eendes
Edit Project
‘.
N (
Step 1
= My Projects
Browse Agency: Test
:Z‘:r::e Project Name * Enter the full title of the project
L]
Hands On Special Event Assaociation
Central I [;_lnds [ Choose Special Event ]
Texazizan M ETWOREK
affiliate of ProjeclType*
Ernail Sign-LUg w
Project Description * Enter a surmmary of the project.
Impact Area * Choose one impact area to be
— Select— v associated with the project.

Age Restrictions
Minirnum Age: |18

Disability Tracking
[ allow volunteers to request disahility accommodations.

Allow valunteers with disahilities to
request additional accommaodations
far this praject after signing up.

Email Only Referral Contacts
Uze default agency email-only contact
Email-Only Caontact Mame: Enter the name ofthe person who

| will receive email-only signup
notifications.

Email-Only Signup Address: Enter the email address that email-
| only notifications should be sentto.

Add a New One-Time Project
1. Click on My Projects on the left-hand navigation menu.
2. Click on Browse or Search to check the list of projects for this agency. If your project
already exists, click on that project and refer to Add an Occurrence section to continue.
3. Ifthisis a new one-time project, click on Manage on the left-hand navigation menu.
Select Create a new project from the drop-down menu and click Select.
4. Enter project information using the following guidelines and restrictions.

Full Sign-Ups
e Select Full Sign-Ups if you would like to use Hands On Tech to manage your volunteer
sign-up.
e Project Name — Enter project name
e Special Event Association — Does not apply
e Project Type — Full Sign-Ups
e Impact Area — This is a required field. Select the impact area that best matches the

project.
e Attendance — Enter the minimum and maximum number of volunteers needed to make
this project successful.



Age Restrictions — The system default is 18. Change according to agency or project
requirements.

Project Attributes — Check all volunteer groups that may participate in this project
Project Skills — Check all skills that are needed for this project

Project Interests — Check all interests that apply to this project

Click Continue.

Date of Project Occurrence — Enter the date of the project occurrence.

Start/End Time — Enter start and end times for the project occurrence

Location — Select project location from drop-down box or Add New Address

Click Submit.

Email Sign-Ups (Specific Date)

Select Email Sign-Ups (Specific Date) if you want to manage volunteer sign-up yourself.
Project Name — Enter project name

Special Event Association — Does not apply

Project Type — Email Sign-Ups (Specific Date)

Project Description — Enter a summary of the project

Impact Area — This is a required field. Select the impact area that best matches the
project.

Age Restrictions — The system default is 18. Change according to agency or project
requirements.

Email Only Referral Contacts — Check the box if the contact is the default agency email-
only contact. If another staff member is the contact for this project leave the check box
blank and enter their contact information in the provided fields.

Project Attributes — Check all volunteer groups that may participate in this project
Project Skills — Check all skills that are needed for this project

Project Interests — Check all interests that apply to this project

Click Continue.

Date of Project Occurrence — Enter the date of the project occurrence.

Start/End Time — Enter start and end times for the project occurrence

Location — Select project location from drop-down box or Add New Address

Click Submit.



Welcome to the Hands On Central Texas Site, Hands On Test {log off)

Hands@&NN || My PROJECTS Ecit Project
CENTRAL TEXAS
A praject of dalted Way Valaaieer Sexier
Edit Project
. J
R ( )
Step 1
Special Events
» My Projects Agency: Test
o Project Name * Enter the full title ofthe project
Search
» Manage
Special Event Association
Hands On [ Choose Special Event ]
el Hands
Texas is an NETWOREK F'roiect Type *
affiliate of .
Full Sign-Ups A
—Select—
.o Enter a summary of the project.
Email Sign-Ups (Specific Date)
Ernail Sign-Ups (Ongaing)
Impact Area * Choose one impact area to he
—Salact— w associated with the project.

Add an Occurrence

Attendance
winimurm * Maximum *

Age Restrictions
Minirmum Age: (18

Disability Tracking

[ Allow volunteers to request disability accommodations.

Enter the minimurm and maximum
range for attendance.

Allow wolunteers with disahbilities to
request additional accommodations
for this project after signing up.

1. In order to add an occurrence to a project, you must first locate the project. You can
locate your projects by clicking on Manage under My Projects on the left-hand
navigation bar.

2. Select the project from the drop-down menu and click Select. Scroll to the bottom of the
page and click Continue.

3. Select Create a new occurrence from the drop-down menu and click Edit.

4. Enter new occurrence details and click Submit.

10



Hands @n MY PROJECTS Edit Project

CENTRAL TEXAS

A prafect of daited Wy Valanieer Sexd

Welcome to the Hands On Central Texas Site, Hands On Test (log off)

Edit Project Occurrence

L A
R )
Step 3
» My Projects
Browse Project Name: Test One-time Email Sian-Ups
Search Agency: Test
= Manage Edit Occurrence
Recent ltems
Test One-time Ema... Date of Project Occurrence” Enter the date ofthe project
09/27/2008 (-«} OCCUFrence
Hands On rmmiddinay
Central - :
T::;:is an Il.\[E“l‘&,];j"O RK Start Time* End Time* Entn_arthe Start and End times for the
affiliate of Q004K Q00AM Project Occurrence
Location® Select a location for this occurrence
B from the dropdown menu, or add a
222 two st. Austin, TX ¥ | Edit Selected Address iz I@eEion,
Add MNew Address
L A

Modify Project Information

1.

2.
3.

In order to modify information on a project, you must first locate the project. You can
locate your projects by clicking on Manage under My Projects on the left-hand
navigation bar.

Select the project from the drop-down menu and click Select.

Once the project overview/details screen appears make your changes to the project.

Modify Project Occurrence Information

1.

arwn

In order to modify project occurrence information on a project, you must first locate the
project. You can locate your projects by clicking on Manage under My Projects on the
left-hand navigation bar.

Select the project from the drop-down menu and click Select.

Scroll to the bottom of the page and click Continue.

Locate the appropriate project occurrence by selecting it from the drop-down menu.
Once you have selected the project occurrence, you can make changes to the
occurrence by clicking Edit. Be sure to click on Submit when you are done with making
changes.

Delete Project Information

Entire project: Currently, projects can only be deleted by HOCT staff members. If for
some reason, a mistake was made and a project needs to be deleted from the system
notify your HOCT contact person. In addition, you will need to make sure that there are
no volunteers or teams assigned to this project.

Project occurrence: Follow the directions under “Modify Project Occurrence Information
to locate the occurrence. Click on Delete.

Note: Once the occurrence is deleted, it can not be retrieved.

11



Add a PI‘OjeCt to a Special Event (Day of Caring, MLK Day of Service, etc)
Click Manage under My Projects

Select Create A New Project and click Select

Enter Project Name

Click Choose Special Event

Find the special event in the drop down list and click Select

agrwONE

2 Find - Microsoft Internet Explorer

Select the new parent special event:

|—Se|eu:taspen:ial envent— v|

[ Select ] [ Cancel ]

6. Complete the form as you would for a one-time full sign-up project

12



From the Project Occurrence page there are several things you can do:

Tracking Volunteer Signups
1. Click Browse or Search under My Projects to locate your project
Click on the project link

2.
3. Click on the occurrence for which you want to track volunteer signups
4. If any individuals or teams have signed up for the project you will see them listed below

the project details.

5. From the Project Occurrence page you may also manually sign up individuals.

(e

Main View |l'View All Occurrences

» My Projects
Browse
Search
Manage Occurrence Month: Select Occurrence:
Recent [tems

Test One-time Ful...

Test One-time Full Sign-Ups

Summary

June 2006+ Tuesday, July 25, 2006 3:004M - 12:30PM

¥ |G w»

Hands @n Tuesday, July 25, 2006 9:00AM - 12:30PM
tental  Hands Add to dutinok Calendar
Texasisan B ETWOREK
affiliate of Status: Active
227 two st

Austin, T 78705
{Travis County)

Size Limit: _ 10 Sign Up Individuals |
Yolunteers Signed Up: 1

Total, with Anon Slats: 1
Individuals —Select— | oo = [ Frint Check-in Form

Individual Name (Team MName) Anon Slots
[]1. Wolunteer, Test i rEnOYE
+ Assigned to occurrence via admin. “Wolunteer is a team invitee.
Teams
Team Name:

Mo teamns are signed up for this project

Check-in Forms

From the Project Occurrence page click on Print Check-in Form. The check-in forms will look

similar to the one below.

13




Test One-time Full Sign-Ups

Agency: Test
July 25, 2006 9:00AM - 12:30PM
Frojeot Cocurmence Loosstion:

223 two st
Mustin, TX TEFIS

Harme Taam Hame ner | Digrabare
1E7
Wokurieer, Test Wes

Test Cne-fime Full Sign-Ups ! July 25, 2006 9:00AK / Page 1 of 1

Emailing volunteers
1. Check the box(es) next to all the volunteers you want to send an email to.
2. Select Email Selected Individuals from the drop-down menu and click on go.
3. An automated email with information about the project will appear. Subject and Message
text may be edited.

14



Welcome to the Hands On Central Texas Site, Hands On Test (log off)

Haﬂds @n MY PROJECTS Project Dccurrence
CENTRAL TEXAS

A preect of tained Wey Vataateer Centes

Manage Participants
\ J

D ( )

Main View Il View All Occuirences

= My Projecis - .
Browse Test One-time Full Sign-Ups
Search . .

o Tuesday, July 25, 2006 9:00AM - 12:30PM
Recent ltems E-mail To: TestVolunteer

Test One-time Ful...
Subieet | Hands On Certral Texas Event Confirry
Hand= On

cental  Hands
Texasizan R ETWOREK
affiliate of This is a reminder that you are registered to

participate in Test One-time Full Sign-Ups on July
25, 2006 from 9:004M to 12:30FPM. Please note that
this is not a project that Hands On Central Texas
runs but is run by Test, an outside agency.

Message: {volunteserName} , .

Location: b

Mote: You can use {firsthame} and {lasthame} to insert the text for the recipient's first name, and
last name. Other usahle placeholders include:
{projectlacationt, {drivingDirections}, {publicTransitDirections), {pesinfol, [affiliateMamel,
{sitelURLY, {occurrenceDay), {occurrenceStanTimel, {occurrenceEndTimel We'll fill in the
carrect text autornatically! Mote: these slugs are case-sensitive, so type carefully.

Send E-mail

L. A

Tracking volunteer hours
After a project you can go into Hands On Tech and keep track of how many volunteer hours were
completed.
1. From the Project Occurrence page check the box next to the volunteer’'s name and select
their attendance status from the drop-down menu.
2. Click go to save your changes.

If you mark a volunteer’s status as “Attended” the system will automatically set the

volunteer’s hours as the length of the project. You may adjust these hours if a volunteer spent
more or less time at the project.

15



= My Projecis
Browse
Search
Manage
Recent ltems
Test One-time Ful...

Hands On

cental  Hands
Texasisan NETWOREK
affiliate of

Main View || View All Occurrences

Test One-time Full Sign-Ups
Occurrence Month: Select Coourrence:
June 2006 Thursday, July 06, 2006 1:30PM - 3:15Pk

Summary

¥ | Go w»

Thursday, July 06, 2006 1:30PM - 3:15PM

222 two st.

Austin, TX 78705

(Travis County)

Size: Limit: 10 [ SignUpIndividuals |

Yolunteers Attended: 1

Wolunteers Sianed Up: 1 Volunteers Unattended: 0 Sign Up Team
Anonymous Slots: ] LInknown: ]

Total 1 Total 1
Individuals -select “| go== Frint Check-in Farm

#of Admin Anon

Status Hours Hours Slots

Individual Name Team Name

[] Aftended + Dosgs, Ruhi 1.75 0

rermove

+ Assigned to occurrence via admin.  * Volunteer is a team invitee.
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